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GENERAL ORDER 120.04 

Length of Service Awards Program 

ADMINISTRATIVE SERVICES BUREAU 
Issue Date:  July 28, 2016 

Revision Date:  N/A

APPLICABILITY 1 

All Volunteer Personnel 2 

POLICY 3 

To establish procedures for the administration of the Length of Service Awards Program 4 

(LOSAP) for volunteer members of the Department of Fire and Rescue Services (Department). 5 

INTRODUCTION 6 

The Howard County Council created the Length of Service Award Program (LOSAP), which 7 

ǇǊƻǾƛŘŜǎ ŀƴƴǳƛǘƛŜǎ ǘƻ ŀŎǘƛǾŜ ƳŜƳōŜǊǎ ƻŦ ǘƘŜ /ƻǳƴǘȅΩǎ Volunteer Fire/Emergency Medical 8 

Service (EMS) volunteer fire corporations that meet certain age and service eligibility criteria.  9 

See Howard County Code 17.103.  Benefits provided under the LOSAP also include survivor 10 

annuities and lump-sum death benefits. 11 

DEFINITIONS 12 

ü Committees ς A list of activities/workgroups identified by the Corporation and approved 13 

by the Fire Chief. 14 

 15 

ü Department ς The Department of Fire and Rescue Services. 16 

 17 

ü Fire Chief ς The County Executive appointed Fire Chief of the Howard County 18 

Department of Fire and Rescue Services (HCDFRS). 19 

 20 

ü LOSAP ς The Length of Service Awards Program. A points program established for 21 

volunteer firefighting/EMS personnel, which provides for monetary awards after 22 

reaching eligibility as defined in Section 17.103 (h) of the Howard County Code. 23 

 24 

ü LOSAP Administrator ς An individual selected by the Fire Chief to serve as the designee.  25 

 26 
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ü LOSAP Coordinator ς An individual designated by the Volunteer Fire Corporation who is 27 

responsible for the maintaining and reporting of LOSAP points for the individual 28 

Corporation.  29 

  30 

ü Uniformed Service ς As defined in 10 U.S. Code § 101: Definitions ς  31 

o the armed forces; 32 

o the commissioned corps of the National Oceanic and Atmospheric 33 

Administration; and 34 

o the commissioned corps of the Public Health Service. 35 

 36 

ü Volunteer ς EMS/Firefighting personnel unpaid for their training or work, who donate 37 

their time and services to a Volunteer Fire Corporation listed in Section 17.103 (a) of the 38 

Howard County Code or to the Howard County Department of Fire and Rescue Services. 39 

 40 

ü Qualified Volunteer ςA Volunteer who has met all the qualifications to be eligible to 41 

receive payment from the LOSAP system. 42 

 43 

ü Volunteer Fire Corporation (Corporation) ς Any of the six recognized Volunteer Fire 44 

Corporations listed in Section 17.103 (a) of the Howard County Code.  45 

PROCEDURES 46 

GENERAL: 47 

The process of calculating points, reporting points, certifying a credible year of service, and 48 

payments shall be in accordance with Section 17.103 (h) of the Howard County Code. Points for 49 

elected or appointed positions shall be awarded in the monthly prorated form with the 50 

maximum allowable point as listed in Section 17.103 (h) of the County Code.  51 

 52 

Points shall be maintained in a database that is accessible from multiple locations, including all 53 

fire stations, the Public Safety Training Center, Department Headquarters, and other identified 54 

work locations. 55 

 56 

ELIGIBILITY:  57 

In accordance with County Code section 17.103(h)(3), in order to qualify for a LOSAP payment, 58 

a Volunteer shall have:  59 

¶ Attained the age of 50; 60 

¶ Completed a total of 25 years of certified active service in Howard County; and 61 

¶ {ǳōƳƛǘǘŜŘ ŀ ǿǊƛǘǘŜƴ ǊŜǉǳŜǎǘ ŦƻǊ ǘƘŜ [h{!t ǇŀȅƳŜƴǘ ǘƻ ǘƘŜ CƛǊŜ /ƘƛŜŦ ƻǊ ǘƘŜ CƛǊŜ /ƘƛŜŦΩǎ 62 

designee. This may be forwarded through the respective Corporation to the Fire Chief or 63 

ǘƘŜ CƛǊŜ /ƘƛŜŦΩǎ ŘŜǎƛƎƴŜŜ. 64 

 65 

 66 

 67 

 68 
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PAYMENTS:  69 

¶ Base payment. The LOSAP payment provided to a Volunteer who has met the conditions 70 

for eligibility shall be equal to one percent of the current annual starting salary of a 71 

trainee in the Department per month for life.  (County Code 17.103(h)(4)(i)) 72 

¶ Increases in the base payment attributable to increases in the starting salary of a trainee 73 

in the Department shall apply to all present and future recipients.  (County Code 74 

17.103(h)(4)(iv)) 75 

¶ The LOSAP payments shall begin the month following verification of eligibility.  (County 76 

Code 17.104(h)(4)(ii)) 77 

¶ An additional payment of $10.00 per month shall be added for each full year of certified 78 

active service over 25 years to the basic monthly payment for the Volunteer who 79 

continues to meet minimal operational requirements.  (County Code 17.103(h)(4)(iii)) 80 

¶ The additional $10.00 per month for operational personnel will be effective January 1st 81 

following the completed additional year of operational service. 82 

  83 

BENEFITS: 84 

If a Qualified Volunteer dies while receiving benefits, the surviving spouse specified on the 85 

LOSAP Survivor Benefit form (Attachment A) is entitled to benefits equivalent to the total of six 86 

months LOSAP payment shall be paid or if there is no designated beneficiary, the survivor 87 

benefit shall be provided in accordance with Section 1.4478A(b) of the County Code.  (County 88 

Code 17.103(h)(6)(ii))  89 

 90 

Upon the death of a Qualified Volunteer, a burial benefit of $5,000.00 shall be paid to the 91 

beneficiary or beneficiaries designated by the Volunteer to receive such benefit on the Burial 92 

Benefit Beneficiary Designation Form (Attachment B) and such designation may be changed 93 

from time to time by the Volunteer by filing a new Burial Benefit Beneficiary Designation Form 94 

or if there is no designated beneficiary, the burial benefit shall be provided in accordance with  95 

section 1.448a(b) of the County Code.  (County Code 17.103(h)(6)(i))  96 

 97 

ACTIVE SERVICE STANDARDS: POINT ACCUMULATION: 98 

For the purpose of participating in the program, once a Volunteer receives a Department 99 

Identification Number, he or she begins to accumulate LOSAP points.  A year of certified active 100 

service is defined as a year in which a Volunteer accumulated a minimum of 50 points in 101 

accordance with the point system.  Points will be credited in the period of January through 102 

December each year and shall not be transferred from one year to the next.  103 

 104 

Since volunteers do not usually start their membership on the first day of the calendar year, the 105 

following interpretation is provided for crediting the first year of active volunteer service.  A 106 

Volunteer who has begun initial membership for LOSAP within the calendar year beginning 107 

January 1 and ending December 31 and has accumulated 50 points within the calendar year, 108 

has enrolled and participated in an authorized training class or is certified operational, will be 109 

permitted to receive credit for one full year of certified active service. A Volunteer that does 110 

not complete training in the following year will not be eligible to continue earning certified 111 

active service years until course certification is achieved. 112 
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COMPLETION OF TRAINING COURSES: 113 

¶ To receive credit for a year of active service, a Volunteer must have accumulated at 114 

least 50 creditable points during the year.  (County Code 17.103(h)(9)(i)) 115 

¶ Points shall be credited for the period from January 1 through December 31 and shall 116 

not be transferrable from one year to the next.  (County Code 17.103(h)(9)(ii)) 117 

¶ Volunteers who also serve as career or contingent firefighting/EMS personnel of the 118 

Department shall not be credited with points for activities performed during County-119 

assigned work periods.  (County Code 17.103(h)(9)(iii)) 120 

¶ Points must be earned from a minimum of two of the categories as listed below. 121 

¶ Points shall be credited as follows (County Code 17(h)(9)(v)): 122 

o Training course. Twenty-five points maximum per year:  123 

Á Five points per course for courses under 20 hours' duration, including 124 

one-day courses, seminars, cardio-pulmonary resuscitation and similar 125 

training courses.  126 

Á Ten points per course for courses of 20 to 45 hours' duration, including 127 

regional fire schools and similar courses.  128 

Á Fifteen points per course for courses of over 45 hours' duration, including 129 

University of Maryland fire-related courses, emergency medical care 130 

courses, fire science courses of any accredited college or university and 131 

similar courses.  132 

 133 

o Drills. Twenty points maximum per year. One point for each minimum two-hour 134 

drill.  135 

 136 

o Sleep-in or standby. Thirty points maximum per year. 137 

Á One point for each full night sleep-in. 138 

Á One point for each standby, which is an on-duty activity which consumes 139 

at least four hours and does not fall into any other category. 140 

 141 

o Elected or appointed position (not available to County Volunteers). Fifty points 142 

maximum per year. Points will be awarded on a monthly basis for the time 143 

served. Points may not be concurrently credited for this category and for 144 

attending meetings within Howard County. Points will be awarded in only one of 145 

the categories below. However, individuals serving in more than one category 146 

may be awarded 12 additional points (one point per month) for each other 147 

Office/Committee position held.  148 

 149 

Office Maximum Annual Points per Month 

Chief, President, Treasurer, Secretary 50 4.16 

All other elected corporate, County or State Assoc. 
Offices 

25 2.08 

Fire and Rescue Services Board representative 25 2.08 
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Office Maximum Annual Points per Month 

Committees 25 2.08 

Uniformed service 50 4.16 

  150 

o Attendance at meetings. Twenty points maximum per year. One point per 151 

meeting. 152 

 153 

o Responses. Forty points maximum per year. One-half point for each response, 154 

regardless of its nature.  155 

 156 

¶ Uniformed Service. A maximum of four ȅŜŀǊǎΩ creditable service may be acquired for 157 

military service as provided in this item. Up to 50 points per year shall be credited if 158 

Volunteer service is interrupted by Uniformed Service, provided the Volunteer:  159 

o Is an active member in good standing; 160 

o Has at least one year of prior volunteer service; 161 

o Provides official orders or proof of service; and 162 

o Is discharged or released from uniformed service under honorable conditions. 163 

 164 

LOSAP ADMINISTRATION: 165 

LOSAP Duties at the Volunteer Fire Corporation: 166 

Each Corporation is responsible for assigning responsibility for performing the various LOSAP 167 

administrative tasks.  Segregating these duties among different members of the /ƻǊǇƻǊŀǘƛƻƴΩǎ 168 

LOSAP Committee would significantly reduce the risks of incorrect application, abuse or fraud in 169 

the system, and strengthen the internal controls.  Therefore, each Corporation shall establish a 170 

LOSAP Committee consisting of at least the Corporation President of the Board of Directors 171 

and/or the Corporation Chief and a LOSAP Coordinator. 172 

 173 

The LOSAP CƻƻǊŘƛƴŀǘƻǊΩǎ responsibilities include daily record maintenance, year-end 174 

compilation of each VƻƭǳƴǘŜŜǊΩǎ [h{!t ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƻƳǇƭŜǘƛƻƴ ƻŦ ŀƭƭ ƴŜŎŜǎǎŀǊȅ ŦƻǊƳǎΣ 175 

acquisition of required signatures, and delivery of signed and completed information.   176 

 177 

The members of the LOSAP Committee, other than the LOSAP Coordinator, have the 178 

responsibility for approving the annual certification of volunteers after thoroughly reviewing 179 

supporting documentation.  Use of the LOSAP program software to collect data is mandatory.  180 

This system was developed to ensure consistency in LOSAP data collection efforts at each 181 

Corporation and to ensure that adequate documentation is maintained to support annual 182 

points awarded to each member.   183 

 184 

LOSAP Record-Keeping Procedures at the Corporation: 185 

Information about a VƻƭǳƴǘŜŜǊΩǎ [h{!t ŀŎǘƛǾƛǘƛŜǎ ƛǎ ǊŜŎƻǊŘŜŘ ŀǘ ǘƘŜ Corporation.  A sign-in sheet 186 

for collateral duties, sleep-ins, and standbys is required for recording date and time 187 

information.   188 
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For training drills or special meetings, it is required that an attendance sheet be prepared by 189 

the person conducting the training or meeting for recording the date of the activity and the 190 

names of Volunteers in attendance. 191 

 192 

Run sheets will be collected for all emergency responses.  This will include the Volunteer who is 193 

riding and/or standing by to respond to record the date, incident and the names of Volunteers 194 

who respond. 195 

 196 

The LOSAP Coordinator should enter information monthly into the LOSAP database from the 197 

daily sign-in sheets, attendance sheets and response reports. 198 

 199 

LOSAP Review Procedures Required at the Corporation: 200 

A preliminary report listing each Volunteer and his or her total LOSAP points to date should be 201 

printed from the LOSAP database and posted at the station monthly.  The purpose is to allow 202 

volunteers an opportunity to resolve any discrepancies before annual certification is finalized.  203 

In addition, a Volunteer will also have an opportunity to earn any additional points short of the 204 

50-point requirement, within the same year. 205 

 206 

Volunteers who do not agree with their point totals should refer to the LOSAP Administrator. 207 

When a Volunteer disagrees with the points awarded by their /ƻǊǇƻǊŀǘƛƻƴΩǎ LOSAP 208 

Coordinator, they may appeal to the LOSAP Administrator for resolution. It is the responsibility 209 

of the Corporation Coordinator to provide the LOSAP Administrator with copies of the 210 

supporting documentation to include daily sign-in sheets, attendance sheets for drills, training, 211 

and meetings along with response reports. The LOSAP Administrator will review the supporting 212 

documentation and confer with the Fire Chief prior to rendering a decision.  213 

 214 

When a member transfers from one In-County Corporation to another, it is the responsibility of 215 

the LOSAP Coordinator from the departing Corporation to prepare a transfer document of the 216 

members LOSAP points and certified years to be sent to the new Corporation LOSAP 217 

Coordinator.  218 

 219 

DESCRIPTION OF FORMS: 220 

This section provides information on the approved forms used in the administration and 221 

management of LOSAP.   222 

¶ Personal Data Form 223 

o This form is used for recording initial information about a new Volunteer 224 

member of the Corporation, changes in information for a Volunteer member 225 

(i.e., name and address), transfers of membership from one Corporation to 226 

another, and for submittal of the LOSAP award for a Qualified Volunteer.  User 227 

should check one of these categories at the top of the form to indicate how the 228 

form is being used. 229 

 230 

 231 

 232 
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¶ Change of Information 233 

o Members who have a need to change information shall utilize the Personal Data 234 

Form. 235 

 236 

¶ Annual Report 237 

o The Corporation LOSAP Coordinator, thru the Corporation President, will provide 238 

a report annually to the LOSAP Administrator or designee outlining those that 239 

have achieved an additional year of certified operational service and members 240 

that are newly qualified to receive benefits in the following budget year. A 241 

Qualified Volunteer is required to have 25 years of certified active service and to 242 

have reached the age of 50.  Also, the report will list members who have been 243 

newly awarded the additional $10 award benefit in the current year.   244 

o The Corporation LOSAP Coordinator will submit the Volunteer members by 245 

providing the following information: 246 

 247 

Á Name of Volunteer members awarded LOSAP benefits 248 

Á Howard County Identification Number 249 

Á Volunteer Social Security number 250 

Á Volunteer date of birth 251 

Á Initial date of membership 252 

Á Service credit of other in-County Corporations 253 

Á Total service credit  254 

Á Indicate years awarded or additional awards, this is to include additional 255 

creditable years of service who meet the requirements for $10 award 256 

benefits. 257 

 258 

¶ Survivor Beneficiary Form  259 

o The survivor beneficiary form designates the beneficiary for the LOSAP Survivor 260 

Benefit.  The beneficiary(s) will only be paid for the aforementioned benefits to 261 

which the volunteer is entitled as provided in Section 17.103 (h) of the Code. 262 

 263 

¶ Burial Benefit Application 264 

o When a volunteer member dies, the surviving spouse or if no surviving spouse 265 

the personal representative of the estate, must prepare the application form in 266 

order to receive the benefit. The applicant must have the document notarized 267 

and provide pertinent information to the LOSAP Administrator or designee 268 

before receiving benefits. 269 

REFERENCES 270 

¶ Howard County Code, Payments to Volunteer Fire Corporations §17.103 (2014). 271 

 272 

 273 
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SUMMARY OF DOCUMENT CHANGES 274 

New General Order 275 

FORMS/ATTACHMENTS 276 

¶ Attachment A: LOSAP Survivor Benefit form 277 

¶ Attachment B: LOSAP Burial Benefit  form 278 

¶ Attachment C: Personal Data Form 279 
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Attachment A 305 

 306 
 307 

 308 
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Attachment B 309 

 310 
 311 

 312 
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Attachment C 313 

 314 


